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Project Document Control

The following information is used for document control and maintains a history of document
changes for this document.

Author History
September Mary Information Updated Appendix B — New Users
2014 Alarcon Systems Instructions
September Mary Information Revised due to changes in the workflow
2014 Alarcon Systems due to version 8 upgrade
October Mary Information Revised New User instructions at end of
2012 Alarcon Systems manual pertaining to system requirements
(regarding Windows 7 and Internet
Explorer 9).
November Mary Information Revised New User instructions at end of
2011 Alarcon Systems manual pertaining to system requirements
February Mary Information Revised to add note about adding
2011 Alarcon Systems Knoxplans.org to Trusted Site list in
Internet Explorer
August 2010 Mary Information Revised to include troubleshooting tip
Alarcon Systems about Windows Vista setting and install of
Brava ActiveX controls.
August 2010 Mary Information Re-Issued to include New Users
Alarcon Systems Instructions at end of Manual
January Mary Information Original Version
2010 Alarcon Systems

This document is created and distributed by the City of Knoxville - Department of Information Systems

Questions or comments pertaining to this document should be addressed to:

Information Systems

215-4481
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Introduction

KNOXPLANS is the City’s innovative process for Plans Review which uses a web-based digital
plan submission and review process. Electronic submission of plans is a practice in the
construction industry that saves customers hundreds of dollars in printing and storage costs,
and results in faster permit processing.

This process allows you to submit online drawings and other plan documents for an online
review resulting in a reduction in cost, paper, time, and money. No more paper copies,
wasted gas, parking costs, or trips downtown.

After plans are uploaded, the City’s reviewers will review them online. You will be able to see
the review results as soon as they have been made. With this new and more efficient review
process, you will see faster results and have more time to make corrections.

KNOXPLANS/ProjectDox Workflow

Q
Q‘ % Applicant submits application for Plans Review and pays fee

Email Project Initiation sent to Applicant
Email Electronic Plans Review Invitation

Applicant uploads plans

Applicant Submission reviewed for
adherence to submission requirements

Reject
Approve

. Plans Reviewers conduct review

& - T-5-5-

Applicant makes
corrections to
plans

- Results are emailed to applicant

If DisapproveMApproved

0 _ _ 0 Building Permit is applied for and paid for by
— «% : the contractor

'

. & Applicant downloads and prints approved
%‘_’ plans for use at job site
|

You're Done!
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KnoxPlans Workflow Updates

This manual details a newer updated workflow that Knoxplans will apply to new projects starting
in October, 2013. You will be given more information in a letter detailing this new workflow. It is
important to remember that this workflow does not replace the current workflow that has been in
effect since the beginning of KnoxPlans. Both workflows will be occurring in tandem with each
other since there are active projects in the system using the older workflow. The new workflow
will be for NEW projects only.

The next page details our updated workflow. You will find this manual on the Knoxplans internet
page on the City of Knoxville’s website.

Below is a quick way you can look at a project and be able to tell if it is using the new
workflow or the older workflow.

A. Open the project in KnoxPlans.

B. The Old Workflow looks like this at the top. There is a button named Task List.

/= hittps:/ [wwrw.knoxplans.org/?ProjectiD=1157 - KnaxPlans 8.1 - Windows Internet Explorer

e CITY OF KNOXVILLE
ELECTRONIC DOCUMENT REVIEW

TESTT01 2 Back | [ Forward = || Protects | [ pronie | [[2)]| [ #4 ][ @] [Logowt
Main Contact; ROBNETT KAREN C na -'i\p.qu.mu|'omu Litotes | | Edemait|

C. The New Workflow looks like this at the top. There is a button named Workflow
Portals.

/2 https:/ [www.knoxplans.org/ ?ProjectID=1257 - KnoxPlans 8.1 - Windows Internet Explorer

< CITY OF KNOXVILLE
== ELECTRONIC DOCUMENT REVIEW

R13-0002

Main Contact: Karen Robnett (i Project Reports: | (T Workilow Portats | ) € info-
e ——

1| _ﬂ; _i_ﬂ | Logout

| Zyotes | |EEman |
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KNOXPLANS Workflow Summary

Step 1:

Step 2:

Step 3:

Step 4:

Step 5:

Step 6:

Step 7:

Step 8:

Step 9:

Step 10:

Step 11.:

Apply for Plans Review
= Apply for plans review and pay necessary fees. Inform the City that an online
review is to be performed. Provide a valid email address for the contact person.

Applicant Receives Project Initiation Email
= Review project initiation email.

Applicant Receives Email Invitation to Upload Plans
= Review invitation email inviting applicant to upload plans.

Applicant Uploads Drawings/Plans
= Login to ProjectDox as indicated in the invitation email. Upload drawings and
related documents.

Review/ Pre-Screen
= The Review Coordinator at the City of Knoxville will Pre-Screen the submission
for adherence to Submission Standards.

= Refer to Plan Submission Standards (pgs. 52 & 53)

Reviewers perform Online Review
= City reviewers perform online review. Applicant can view real-time results.

Applicant notified of review results. If Disapproved, applicant invited

to re-submit corrected plans.

= Check email for plans review approval status. If approved, skip to step #11. If
disapproved, you will receive a “Resubmit Request” email. Continue to next
step to re-submit corrected plans. Login to ProjectDox and review the
Conditions report and comments from Reviewers.

Applicant Uploads Corrected Plans

= Make necessary corrections to drawings and upload corrected plans using
same file name. When ready for review, resubmit request by clicking the
“Resubmit Drawings” button on the “Resubmit Request” form.

Reviewers perform Additional Reviews
= City reviewers perform online review of corrected plans.

Applicant receives Approval Email
= Check email for plans review approval status. If approved, skip to last step. If
disapproved, go back to step #8 to re-submit corrected plans.

Applicant downloads approved plans

= Contractor applies and pays for a building permit. Login to ProjectDox and
download plans. Print a copy of approved plans for use at job site.
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Step 1: Apply for Plans Review

Before Starting...

- Review the list of system requirements and make sure that you meet them.
They are listed on the city’s website and on page 52 of this user manual.

- Make sure you’ve installed the ProjectDox components on your pc.
Information on how to do this can be found in “Knoxplans for New Users”
which is at the end of this manual. Make sure you’ve added your Security

Question as the instructions indicate.

Plans Review Application

Apply for the Plans Review with the City’s Plans Review Office either in person, by emailing,
or by faxing the application. The plans review application can be downloaded from the City’s
website and printed.

Fees

Pay your fees during the application process. You can pay in person or over the phone
using a credit card or your trust account.

Notification & Email

Inform the staff you want to submit plans for an online review. Provide a valid email address
which will be the main point of contact between the City and the Project. So make sure it is
the best one for the job. Although this email is the main contact, you can add others later to
the project. If the main email contact changes during the project, you must inform the City of
a replacement email for the new main contact.

@® Itis important that this email contact remain current so that project communications can
continue.

Things to Remember

= Keep email contacts current for each project. If a resource leaves during a review, the
project communication needs to be re-routed so that information keeps flowing.

What Next?

Check your email for an invitation to join the project.-> SIq\ 2.
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Step 2: Applicant Receives Project Initiation Email

Once the City receives your Plans Review application, the project will be setup in our system
(ProjectDox). You will receive a Project Initiation email (see example below).

@® If this is your first contact with ProjectDox, your invitation will also contain a temporary
password

Example of Actual Email

<7 CITY OF KNOXVILLE
=== ELECTRONIC DOCUMENT REVIEW

Project Initiation

User Login tarchitect@outlook.com
Temporary Password CIDSCHD

Project Permit # R13-0001

Plan Check Coordinator Knox Plans

Plan Check Coordinator's Email  knoxplans@cityofknouville.org

Login to ProjectDox

How to Login:

1. Click the Login to ProjectDox link at the bottom of the invitation email you received.

@® This email has the user login and
temporary password that you will need
to login. Future emails will not contain
a temporary password.

2. The login window will open. In the E-mail
field, type the User Login information as
. : . . . . REWVIEW E-mail: |cokwriter@hotmail.com
listed in your invitation email. o |

3. In the Password field, type the temporary ((Cosin ] Foraot vour passwore?
password as listed in the same email. N
You will be given an opportunity to change If you forget your password
H later, click this link to have
It. . @?E:“;‘:iﬂﬂrmm [ a/¢  itsentto your email

4. Click Login.
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This will take you to the User Profile screen. (Required fields display with colored highlight.)

In the Change Password section, enter your new password in the first two fields (Ref. @,
below).
In the Password Reset Question & Answer section, enter a security question and answer

so that your password can be reset if necessary (Ref. @, below).
8. Enter remaining contact information as applicable on the screen.

2 B v bomcrmplarms e Plee T VersPropots aspn - GsmiPlaes B4 - Windows Iaternel Explered

CITY O3F KMOXVILLE
ELECTROMNIC DNOCUMENT REVIEW

-
——

|| |
Samngs Ry Colorasdd - Tennng Lipadats o Trigger M S e ooy oo
Welcome |o KacxPiss 11,
e 0 CLOPEADY Nl TIEETIy Bk, whu will Fri=d 15 CRANg 10 B DATANSAL Dk Fwds B3 (o Rl 0L 3008 551
T § POty QUEBACN AN SAEwer. TRNS. U ERORAISWET Wil B BOMHTEnG T Oril o o, nd Wil Snathe o ko et
1o PR Feedd & pny e gt what 8
Al o b h:“uwd.u.w\hb—!urml:h!mm Prigiects Vi
Caangs Fpspword Paayword el Oue-stoa L Angwer
Pl passwa Sacuy quiiion |
A e PA A | Sposrty snwas” |
Profile Information
——— Prepa .
i Tratas Lietazsr e Ut el
Baww |
Fenouares Baid
Firnt harr = [Tast Ll v " Ui
Emsl* Ercrasaodiont com M MTML kenal O |
T |
Company |
aacna b |
addenns =
cae |
po PR PR = Posis Coss
= |
Peaca Fax
Mpae FPages
smmgs | o
o trusied we | Foplerun Bodk: o

9. You can access this screen again at any time by clicking the Profile button in the main

ProjectDox button bar.
10. Click Save when you are finished.

Things to Remember

= Change your password after logging in for the first time with the temporary password.
= Please do not upload your plans until you receive the invitation email to do so.

What Next?

Applicant receives email invitation to upload plans.> Siqx 3.
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Step 3: Applicant Receives Email Invitation to Upload Plans

After the initial email, you will then get an email invitation to upload your plans.

You must receive this email before uploading your plans. If you are expecting an invitation
email and don’t get one, check with the City to make sure the email contact address is correct
for your project. Also, check the spam filter settings on your email program to make sure it can
accept email from knoxplans@cityofknoxville.org.

Example of Email

knoxplans@cityofknoxville.org 1:20 PM {21 hours ago) 4

<= CITY OF KNOXVILLE
ELECTRONIC DOCUMENT REVIEW

Electronic Plans Review Invitation

Aftention Karen:

Walcome to the City of Knoooslle Electronic Plans Review system. This project svitation has been sent to you in response to your electmonse plans review
requesl, A propect has been cresed to allow you o electromcally upload your CAD drawings for plans revew. To access your new project, Tollow these
instructions below

1. Chek tha Ln-gln to ProgeciDox hnk balow

2. Enter your User Login and Password (Il this is your frst login, use temporany password provided in separate email. Follow the dialogue to complete your user
information and set your permanenl password. )

3. Click the “All Progects® button and locate the progect on list

4. Chck on the link for the propect in the lst

& Chek on the Drawings” lolder

6. Click the "Upload Files” button and follow the instractions to uplead your CAD drawings

T, Chick on the "Warkflow Portals” button and click the task bnk “ApphcamUpload™

Project R13-0001
Description:  Plans Resew
Task Applcantlpload

Assigned by Karen RobnettFA

Logn 10 ProjectDox

Please do not reply to this email.

Things to Remember

= Change your password after logging in for the first time with the temporary password.

= Plan drawings must be submitted in searchable .PDF format only. This means that the

file was electronically converted from your drawing program into a .PDF file rather than
scanned as a .PDF file.

What Next?

Login to system and upload plans for review.> S&f 4
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Step 4: Applicant Uploads Drawings/Plans

Before Starting...

- Review the City of Knoxville’s Plans Review Submission Standards to make
sure your drawings meet the necessary requirements. There is a set of
standards for Commercial and one for Residential. These can be found in
this manual on pages 52 & 53.

To View Project and Upload Drawings:

1. Login by clicking the Login to ProjectDox link at the bottom of the invitation email you
received. The KNOXPLANS website will open. If this is the first time logging in, please refer

to “KNOXPLANS for New Users.” This document will be located on the city’s website. Itis
also included at the end of this user manual.

Example of Email

Electronic Plans Review Invitation

Attention Coktestd4 - Testing Update from Trigger:

Welcome to the City of Knowille Electronic Plans Review system. This project invitation has been sentto you in response to
your electronic plans review request. A project has been created to allow you to electronically upload your CAD drawings for
plans review. To access your new project, follow these instructions below:

1. Click the Login to ProjectDox link below

2. Enter your User Login and Password (If this is your first login, use temporary password provided in separate email. Follow
the dialogue to complete your user information and set your permanent password.)

3. Click the “All Projects™ button and locate the project on list.

4. Click on the link for the project in the list.

5. Click on the “Drawings™ folder

6. Click the *Upload Files™ button and follow the instructions to upload your CAD drawings.

7. Click on the “Waorkflow Portals™ button and click the task link "ApplicantUpload”

Project: R13-0001
TESTING TESTING TESTING Plans Review:

Descriplion: ¢, yirvn e NRAC 01/02/2013
Task ApplicantUpload

Azsigned

by:

Login to ProjectDox

2. On the Login screen, enter the contact email address and password. Click Login.

4 CITY OF KNOXVILLE
=47 ELECTRONIC DOCUMENT REVIEW Emmail

ey EnoxPlans doss not curvently support Windows 7 64-bit or Insrnst Explorer 9.

cokwriter@hotmail.com

Password: esssssssse

Forgot your passwaord?
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2 it | wevrve_koocplam.ong | 11 copluamoni « |

Locate the project on -
the screen and click the e F L LA RN ALE T neview
project name link at the
start of the row. conay eues o o o o o s

Proge: Optons Descripoos
of= s Resr -

L] 4 ¥ H Page 10d 1 {1 ema)

Progect Mame Tank AmaschedTo  Statws  Crested On psarted On Lipdates iy Hewhadson
shaps Apphcant Casup Pendeg BACOTY 1108 124 SRS 1158 11 Al P Rrdewr 2400 GREEN VaLLEY DR 0T 1WESST CREEN VALLEY Dt SubTypes el $HARD013

Project List
There are 2 lists that can be displayed in the Project List area. These are controlled by the

following buttons:

Recent Projects button:
This is the default view. Projects that have been opened by you are visible in this
list. The most recent project visited is displayed at the top of the list.

All Projects button:
This list displays all projects you have been invited to. If you do not see a project in
your list, then click this button.

Workflow Tasks Assigned to User
Notice you will also be able to view any workflow tasks assigned to the user at the bottom
section of the screen. If your task does not show here, then the workflow has not been

started yet.

There are 3 statuses assigned to workflow tasks:

1. Pending
2. Accepted
3. Completed

A workflow task is only displayed when an action is required of the user. If it is completed,
the applicant should no longer see the task in their task list.
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4. The main project screen will open. Click on the Workflow Portals button to display the
task(s) assigned to the user.

S CITY OF KNOXVILLE
ELECTRONIC DOCUMENT REVIEW

R13-0001 | 4= Back | [Forward = |[ Projects || rofile L
Main Contact: [ (@ proect Reports | ([ workilow Portals Eo info | [ £otes | [[E=Email |

e e R TESTING TESTING TESTING Plans Review: = i - ' SubType=NRAC
= R13-0001 = | Projectinfo | Reports \\
-3 Instructions On How To Use This System -~
@ Drawings Project Name: R13-0001 -~

3 Approved Drawings TESTING TESTING TESTING Plans Review: 0
H Description: P I R T T
[ Documents 010212013

Projectlmage:  Moimage exists

Location:

Contact:

Contact's Email:

Phone:

Cell Phone:

Pager:

Project Owner: Knox Plans

Owner's Email:  knoxplans@cityofknoxville org
Project Admins:  Knox Plans

Status: Waiting Upload

Status Info:

Project StartEnd:  Start: 9/23/2013 8:05:27 AM | End: 3/23/2014 8:04:26 AM
Pass-Through:

Versioning: Enabled for this project

5. Click on the Applicant Upload task to accept. Click OK to accept. The status will change
to “Accepted”.

< CITY OF KNOXVILLE
ELECTRONIC DOCUMENT REVIEW

- . - e
R13-0001 | 4= Back || Forwara = || projects | [ protile ‘
Main Contact: ||"_q Project Reports | | B Workflow Portals | | € Info | |¢auotes | | -2 Email |
T TESTING TESTING TESTING Plans Review: R — g
E- R13-0001 =

[#-Cd Instructions On How To Use This System Ta: Attached To Status  Created On Updated On Updated By Action

B[ Drawings { ApplicantUpload Japplicant Group Pending 9/23/2013 9:25:03 AW 9/23/2013 9:25:03 AM

[ Approved Drawings

H-C3 Documents

‘I |I _— 3 M Page 1 of 1 (1items)
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6. An eform will open in another window. Close this window for now by clicking the Save &
Close for Later button.

® You will come back to this eform when you have finished uploading your drawings.

[ = https:/ /www.knoxplans.org/ ?LaunchMode=frame&FlowTaskID=426 - ProjectDox Plan Review Form - Windows Internet Explorer = IEI |5|
=]
& CITY OF KNOXVILLE
— — -~
=== ELECTRONIC DOCUMENT REVIEW
w
sy Click Here to Save Eform as PDF...
I Review Information I Permit Infor i I R ces I Checklist Report (0) I Routing Slip _
Review Coordinator Karen RobnettPA { krobnettpa@gmail.com )
Review Cycle 1
Workflow/Activity Name Start_Plan_Review_Workflow_V1 / ApplicantUpload
@ Activity Instructions =]
[
Current User Logon Test User ( tarchitect@outlook.com)
After you have successfully uploaded all required plans/documents please click (Upload Complete - Notify City) button. This must be completed
for Pre-Screen review to begin.
Best in Class Version 1.0 z

7. Now you are ready to upload your drawings. Click on the Drawings folder.

7 Wit fueeve knos phassong [P roject ID= 1286 - KneoPlass 81 - Wisdows Internet Exploner

<= CITY OF KNOXVILLE
= ELECTRONIC DOCUMENT REVIEW
R13-0001 e Bach || Formars s
Maén Contact: Coidesidd - Teshng Updale from Trigger .'i"#‘llwmu = —anm
Expmrs moment ) Gotapim) W T T T e —————
= R13-0001 P
- nsnuchians On Hes Ta Use This Srstem Task Attached To Stat C o o
m * Agphcanflolead  Applicant Group  Accepted  SSE013 11081240 00 SSR0M13124318PM |
I ADpeovel [Wawan .
e Documents
I 4 ¥ H
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8. Click Upload Files.

®

If uploading additional files to your
project after the first time, the Upload
Files button will be near the top of the
screen above the drawings that have
already been uploaded.

9. Click Browse button to locate the files on
your computer.

CITY OF KNOXVILLE

== ELECTRONIC DOCUMENT R

TEST0009

Folder: TEST0009\Drawings

Mo files currently exist in Drawings.

To upload files into this folder

(1) Click the Upload button below

(2) Follow the instructions in the ActiveX pop-up
window

Large files may take a few minutes to be
processed. Click the Refresh button at the top
of the page to refresh your file list view.

| View Folders |(| Uplead Files | "“-—-—_,

Folder: TESTO008 \Drawings ({2 Files - 2 New)
e —
| View Folders |¢Uploatl Files D ® 1| C |E|

Cument Sort: |'SE|ECT' V|
B O zBDED X

=l DUEHUAUSITEF‘LAH.Q:H
10/28/2002 10:12:50 AM, 118 KB

o CITY OF KNOXVILLE
=——= ELECTRONIC DOCUMENT REVIEY]

Upload files:

Selected Files:

G
Upload URL:
URL Display Name:
URL:
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10.

11.

12.

If prompted to download an ActiveX component,
follow screen instructions to install the necessary

components.

Make sure your pop-up blocker has been disabled.

When the component has finished
installing, you will be asked to select files
for uploading. Navigate to the location of
your drawings and any other project files.
Click on the files to upload. To select
multiple files, press and hold down Ctrl
key as you click each drawing filename.

Note: If resubmitting drawings, each

drawing must retain the same name used
at the time of the initial upload. A version
number will be applied to these drawings.

When finished selecting files, click Open.

Install ac tral. ..
wWhat's the Risk?

Mare information

I'T REVIEN

Select files for uploading

Lok jri: |_} j & £f 8-
- 2 061 L 0AOSITERLAN
_J et 061 10A1PLAN
Fiecent 1061 1042RO0F
T 06110845CHED
?ﬁ%
Desktop
My Documents Select the files for upload.
Click Open.
9
tdy Camputer
J —
MPpl;Jatwork File hame: | 0811 041PLAN. pa "0B110A0SITEPLAN ot ¥ | Qpen |
ISCET
Files of type: |AI\ Files [%.7] j Cancel
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TROUBLESHOOTING TIP: If you are unable to view drawings and did not
receive a prompt to install the Brava ActiveX controls after the re-install of Brava

numerous times:

Check to see if you are running a Vista operating system with User Access

Controls (UAC) turned on.

If so, this will prevent the Brava components from

loading on your PC. Turn off UAC on Vista (this is done by going to Control Panel
> User Accounts > Turn Account Control On or Off). Remove the checkmark to
disable UAC and click OK. Re-boot machine and install the Brava components

again.

@va{ <« Turn User Accoun...

+ 4] o]

File Edit View Tools Help

»

13. .The files will be displayed on the screen.

Turn on User Account Control (UAC) to make your computer more secure

User Account Control (UAC) can help prevent unautherized changes te your computer. We
recommend that you leave UAC turned on to help protect your computer.

m

@e User Account Control (UAC) to help protect your computer

‘_DYOK ] [ Cancel

1

Click Up|oad button. o CITY OF KNOXVILLE

Upload files:

——= ELECTRONIC DOCUMENT REVIEW

Selected Files:

| A201-GroundFloorPlan.pdf

279.69 KB X |

Total 0%

279.69 KB |

Cancel |(’Upload‘)| Add more files |
e —

Upload URL:

URL Display Name:

URL:

Upload URL
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14. You will see a message indicating that your files were successfully uploaded. Click Close
on this screen.

'_r,é https:/fwww.knoxplans.org/?SessionID=&lnitialEntry=trueiFolderD=7317 - KnoxPlans 8.1 - Windows Internet Explorer (== = |
L]

<2 CITY OF KNOXVILLE

= ELECTRONIC DOCUMENT REVIEW

Close Window

Your files have been uploaded.

1. A201-GroundFloorPlan.pdf

@® If uploading a new version of an existing T ——o———
document, this will also be noted on this B
screen.

15. Repeat these steps to upload your
remaining drawings and plans.

T“\fl\es highlighted in blue are version candidates.
They will be versioned if the file content has been changed in any way.

Close

16. Once again, click the Applicant Upload task.

& https:/fwww knoxplans.org/TProjectiD=1289 - KnoxPlans 8.1 - Windows Intemnet Explorer

<2 CITY OF KNOXVILLE
=== ELECTRONIC DOCUMENT REVIEW

R13-0001

| 4 Back H Forward = || Projects || Profile
Main Contact:

‘ [@ Proiect Reports | | & Workflow Portals | | € Info ‘ ‘ £ lotes | ||EEmail |

Folder: R13-0001\Drawings (1 Files - 1 New)

Plans Review: Sl GREERs wap L5 08 5 WSS GEEER osp L 5% 88 SubType=NRAC 01/02/2013
[ view Folders | [upload Files | oOm @ @ -
Task Attached To  Status Created On Updated On Updated By Actior
Curent Sort: - Select- M pplicantlplo “Yipplicant Gro.. Accept.. 9/13/2013 9:45:37  9M3/2013 12:09:50 . cokwriter@gmail ¢
B 0D X
= [F] A201-GroundFigorPlan.pdf
B13/2013 12:16:47 P, 250 KB
Coktestds - Testing Updste from Trigger Na
B a X
14 4 == ¥ Page 1 0f1 (1 items)
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17. The same e-form as before will open. If you have finished uploading your drawings, click the
Upload Complete — Notify City button.

:

< CITY OF KNOXVILLE
=== ELECTRONIC DOCUMENT REVIEW

i! Click Here to Save Eform as PDF...

I Review Information Permit Information Resources Checklist Report (0) Routing Slip _

“ Review Coordinator Mary Alarcon ( malarcon@cityofknoxville.org )
Review Cycle 1 E
Workflow/Activity Name Start_Plan_Review_Workflow_V1 / ApplicantUpload
@ Activity Instructions "
Current User Logon Coktest44 - Testing Update from Trigger Na ( cokwriter@gmail.com)

After you have successfully uploaded all required plans/documents please click (Upload Complete - Notify City)
button. This must be completed for Pre-Screen review to begin.

18. A popup message will open. Click OK, x|

only if you are ready for review. .

k- !

1

<

b Completing this task wil finish your participation in this step and
cannot be undone. Continue?

] cane |

19. The main Project screen will return. Notice that the applicant no longer has a task for this
project. The project will have a status of Applied.

Wakiea |6 Fret |phaisi

I Wi | v B plli i o PRt 10 = 4 20 - MaavaPlans L

i ITY LOOF KMOYEAWILLE
=—— ELECTRONIC DOCUMENT REVIEW

R13-0001 o s | |.u-uuwj Prsjects | hnu-j HJ || Loge |
8 P Pepmtn | o b Pt | nﬂ; ﬂn-u.-” it |

iain Coatact Crifiitid - Taatng Updals Bom Tagger

Folter 31000 PDrEsnan 1 i - 1 tad RS P e b Gh pe o e — e s e ——
e Fon | [t P o eFm Fo Lt e Bvaalie 48 This D

Cmmed Sy |« St "F
BE 200X

™ MLC ST BERL. o3 2RRE S il

R S T e S N
o= Pt L
= ae X
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Things to Remember

= Drawings can be uploaded at multiple times and even replaced or deleted while you are
getting ready for the review to start. Only indicate "Upload Complete - Notify City"
when you're finished uploading your files.

= Other project documents should be uploaded into the Documents folder for the project.
Schedules and specifications should be submitted as multiple-page document files.

= |f you need to send communication to the City or to the plans reviewers, use the Notes
feature to send notes that will be permanently attached to the project. See Topics and
Notes in this manual (pg 48) to learn how to add a note. You can also use TeamMail to
send email to project members.

What Next?

Your plans have been submitted for review. A prescreen review will occur to ensure that you
meet the submission requirements. If your prescreen review is approved, continue to S&f €. If

rejected, continue to $ep S.
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Step 5: Review / Prescreen

The City will review your submitted project materials to make sure all necessary documents and
drawings have been included. If not, you will be notified as to which corrections are needed
before the review can start.

If the plans submission fails the Review Prescreen, a CorrectionComplete task will be added
to the project for the applicant. The applicant will also get an email to that effect (see sample
below).

Sample Email if Corrections are Required During Prescreen Review

—— CITY OF KNOXVILLE
—— ELECTRONIC DOCUMENT REVIEW

Pre-Screen Correction Request Task Assignment

Attention Coktestdd - Testing Update from Trigger:

Your plan review submission for Project: R13-0001 has not met the minimum requirements for acceptance. You may review
correction comments and requirements by accessing the ProjectDox site.

When corrected plans and/or documents are ready for re-submittal, please Login to ProjectDox and follow the instructions
provided for re-submittal.

Please be advised when re-submitting plans and/or documents:

« All corrections must be uploaded using the same file names as the original submittal
* Once corrections have been uploaded for review, no additional submissions will be accepted unless requested

Project: R13-0001
- TESTING TESTING TESTING Plans Review:
Deseriplion: o i Type=NRAC 01/02/2013
Task: CarrectionComplete
Assigned
by:

Login to ProjectDiox

1. Login to Knoxplans and select your project. Click the Workflow Portals button.
2. Click on the Correction Complete task link to accept this task. Click OK to confirm.

2! witp e oy w e crg | Wrojrchill - LIS - KeosPlees 8.1 - Wisdoers Gabermet Liplorer

S CITY OF KNOXVILLE
== ELECTRONIC DOCUMENT REVIEW

R13-0001 B || Pormad w4 || Fispects
iiain Contact Coiteuidd - Taatng Ul inam Trgge o, I il Rt i Werkikon Forials

T o | Flans Fiswrw §

BL0001 []

] : i T 1 T Ansese T FETTY Conated On Ugslalend £ st ity B
=4 1 N c Garefiond s G Perading ARDIAD 1304 P BR0IE 1M PR

L= L .

=

" 4 * *i Page 1 of 1{1 Berma)
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3. An eform will open. Review the comments on the eform. These comments will tell you what
you need to fix before re-uploading your plans.

/2 hitps:/ feww.knoxplans.org { ?LaunchMode=frame&FlowTaskID=428 - ProjectDox Plan Review Form - Windows Internet Explorer (=] |

CITY OF KNOXVILLE
=== ELECTRONIC DOCUMENT REVIEW

t‘_! Click Here to Save Eform as PDF_

I Review Information I Permit Information I Resources I Checklist Report (0) I Routing Slip _

Review Coordinator Karen RobnettPA ( krobnettpa@gmail.com )

Review Cycle 1

Workflow/Activity Name Start_Plan_Review_Workflow_V1 / CorrectionComplete

@ Activity Instructions Please review the Permit Clerks notes and submit the reguired drawings and documents, =l
=l

Current User Logon Test User [ tarchitect@outlook.com)

VIEW INTAKE CHECKLIST (0

™ Ihave uploaded the corrected documents and/or drawings as indicated below.

Thank you for providing a cover sheet. Could you also include on this cover sheetthe ;[
Occupancy Class? Thank you

=

4. Click the Save and Close button to close this window.

5. Make the necessary corrections to your plans and re-upload them to the project using
instructions provided in Step 4.

6. Follow steps 1-2 to re-open the CorrectionComplete task.
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7. The eform will open again. This time, you will complete the eform. At the bottom of the
screen, check the “I have uploaded the corrected documents and/or drawings as indicated

below” check box. (Ref. @,below)

<% CITY OF KNOXVILLE
=== ELECTRONIC DOCUMENT REVIEW

, w Click Here to Save Eform as PDF..

I Review Information Permit Information Resources Checklist Report (0) Routing Slip _

Review Coordinator Mary Alarcon ( malarcon@cityofknoxville.org )

Review Cycle 1

Workflow/Activity Name Start_Plan_Review_Workflow_V1 / CorrectionComplete

@ Activity Instructions Please review the Permit Clerks notes and submit the required drawings and documents. =
Current User Logon Coktest44 - Testing Update from Trigger Na ( cokwriter@gmail.com)

B VIEW INTAKE CHECKLIST (0)

( | have uploaded the corrected documents and/or drawings as indicated De\ow.)

/

Best in Class Version 1.0 _

8. Click the Corrections Complete button (Ref. ®, above) and confirm that the task should be
completed by clicking OK on the message.

9. The task will no longer be assigned to the applicant.

What Next?

Your plans have been submitted for review and will again be subject to a prescreen review. If
this review is successful, the City’s reviewers will be invited to review your project. > Squ €
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Step 6: Reviewers Perform Online Review

When the project file is complete and has been accepted, the City’s plans reviewers will be
invited to review the project online.

While the project is in review, you can view the project status by viewing the Projects screen.
You can also view the reviews and any markups that have been made. No files can be
submitted during the review phase of the process.

To Review Project Status during Review:

1. Go to www.Knoxplans.org website and login to ProjectDox using your email address and
password.

2. The Projects screen will open (as shown below). If your project has been accepted, the
status will be Open (Ref. @, below) and the review has started. If the status is “[None]”, then
the review has not started yet.

3. At any time during the process, you can login and view the review status. To see the list of
individual reviews and their status, click on the name of the project (Ref. @, below).

T = e A e T

-.,___.- CITY OF KMNOXWILL
=== ELECTROWNIC DOC LJ\:{F“JT REVIEW'

1 Fer 2  propect]nl out of 1 lor Tast Used [lal ehechfSoutiook comi

E CITY OF KNOXVILI
=== ELEC TRET\JTL [l L LJM'F“JT REVIEWS

RA3-0001 Fouwar o | | Prsjacis || Proste -z.lL_li [re=
\igin Coatact: Cottentid - Tanbng Lipdate Som Trgger | Protect Popmort | ) et bt Posads | | it | [ ot | | [ st
Lokl fura=i) Satasin| W L R T L L

- WUB0801 e —

Progect Bame:  R13-0001

> Flans Heview s sl . sty a0 gl o0  aligeme  SEREPE | sl S el il sl
g1

Pl e

Lotalton:
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5. Click the magnifying glass icon to the left of the desired report to see the report.

@ https://www.knoxplans.org/?SessionlD=&Project]D = AJrd lwitzoenl%2btC61yqPoA%3d%3d - KnoxPlans 8.1 - Windows Internet.... = El Y

=

-

CITY OF KNOXVILLE
ELECTRONIC DOCUMENT REVIEW

Project and Workflow Reports for R13-0001

Ll

Close Window

View Report Name Report Type Report Description
f‘a Current Project - All Emails Sent Detailed R... Project All Emails Sent Detailed Report
_"(1 Current Project - All Emails Sent Summary ... Project All Emails Sent Summary Report
f‘a Current Project - All Files Report Project All Uploaded Files Report
_"(1 Current Project - All Group Users Project All Project Group Users
f‘a Current Project - All Uploaded Files with Sh... Project All Uploaded Files with Sheet Sizes
_"a_ Current Project - Files Viewed By Date Project Files Viewed By Date
f‘a Current Project - Folders Entered By Date Project Folders Entered By Date
_"a_ Current Project - Project Markups Listing Project All File Markups Listing
_"(1 Current Project - Unpublished Files Project Unpublished Files
_"a_ Current Project - Users Entered By Date Project Users Entered By Date
_"(1 Workflow - Checklist Report (Mot Met ltems ... Workflow  Checklist Report (Mot Met ltems Only)
_"(1 Workflow - Checklist Report Workflow  Checklist Report (Met and Mot Met)
@ Workflow - Department Review Status Workflow  Department Review Status __>
_‘a Workflow - Routing Slip Workflow  Workflow Routing Slip
)

Page 1 of 1 (14 items)

The Department Review Status

report is helpful to see which
Departments have seen the project

6. Select the most recent workflow from the workflow pull-down list, and then click the View
Report button.

\ Start_Plan_Review Workflow V1 (09/13/2013 09:45 AM)

3 - » =
& hittpsy/fwww.knoxplans.org/ProjectDox/ReportViewer.aspxFReportPath=/Reports/Projectdox/Workflow - Windows Internet Explorer a =N X
; — R - —_— -
Project R13-0001 - ﬁorkﬂow «Select a Value= View Report
<Select a Value>

)

7. The report will then display on the screen.

o Current Project - Project Markups Listing, Workflow - Department Review Status, and
Workflow - Routing Slip may be useful reports to view at this point. Details on these

reports can be found page 27.

Page 26



KNOXPLANS Applicant User Guide (Updated Workflow)/ September 2014

What Next?

Wait for the email from the City letting you know of the plans review approval status. If your
review was disapproved, read the next step for instructions on how to view markups for your
drawings that need revisions. - St 7

Things to Remember

Although your review is “in progress”, you cannot upload or re-submit drawings until the
review is complete.

Useful Reports

The reports that may be useful to an applicant include:

1) Current Project — Project Markups Listing
Shows the comments entered on drawings.

f:' https:/ /www.knoxplans.org/ProjectDox/ReportViewer.aspx?ReportPath=/Reports/Projectdox/Current P - =|g|5|
=
4 4 I: i O | |100°/a | | Find | Mext Select a format ~| Export (]
Current Project - Project Markups Listing
R13-0001
File Name Markup Name Markup Text Markup Date Created by
MISC_070-0491 04-23- BLDG Chapter 29 - Minimum plumbing facilities shall comply 09/06/2013 KCR
2007_0005.pdf with ..... Building3
[
2) Workflow — Department Review Status
This is useful for seeing the status of a review.
/_‘ https:/ fwww.knoxplans.org/ProjectDox/ReportViewer.aspx?ReportPath="%2fReports% 2fProjectdox% 2fWor - =|g|5|
=l
Project [R13-0001 -1 Workflow | Start_Plan_Review_WarkFlow_V1 (05/06/2013 11:08 AM) =]
4 41 of1 Pkl [100% =l ] Find | Next  |Select & format =] Export 2] a
rrujcul =l
Current Project - Department Review Status
R13-0001
(;Rﬁ:\;e Group Name| Reviewer Name | Assigned By RS?alt?.lv: Review Comments
=1
Building E:rg:.lneltpa@gmall Assigned
z BT
[
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3) Workflow — Routing Slip
This is useful for seeing the workflow steps that have been started/completed.

f ttps:/ fwww.knoxplans.org/ProjectDox/ReportViewer.aspx?ReportPath=%2fReports%e2fProjectdox%e2fWor - _IEI il
Project |R13-0001 -] Workflow | Start_Plan_Review_Worlflow_V1 (09/06/2013 11:08 AM) = |
4 4 [t of1 bkl [100% =l | Find | Next |53|act a format o] Export  [@ 2
Project 1
Current Project - Workflow Routing Slip
R13-0001

Completed
Task Name Status Created Updated Group User Cycle Date Days | Hours | Min

ApplicantUpload Complete 9/6/2013 9/6/2013 Applicant Test User 0 9/6/2013 0 1 56
11:08:12 AM 1:04:38 FM | Group 1:04:38 PM

PreScreenReview Complete 9/6/2013 9/6/2013 Review Karen ] 9/6/2013 0 ] 26
1:04:38 PM 1:30:41 PM | Coordinator RobnettPA 1:30:41 PM

CorrectionComplete Complete 9/6/2013 9/6/2013 Applicant Test User ] 9/6/2013 0 ] 31
1:30:41 PM 2:01:41 PM | Group 2:01:41 PM

PreScreenReview Complete 9/6/2013 9/6/2013 Review Karen ] 9/6/2013 0 ] 1]
2:01:40 PM 2:02:26 PM | Coordinator | RobnettPA 2:02:26 PM

BeginReview Complete 9/6/2013 9/6/2013 Review Karen 1 9/6/2013 0 ] 1]
2:02:26 PM 2:02:46 PM | Coordinator RobnettPA 2:02:46 PM

DepartmentReview Pending 9/6/2013 9/6/2013 Building 1 0 0 o _J
2:02:46 PM 2:02:46 PM

-
< | »
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Step 7: Applicant notified of review results. If Disapproved, applicant invited
to re-submit corrected plans.

When the review is complete, an email will be sent to inform you of the results.

If Approved

You will get an email similar to this example. You are finished for now and can skip to the last
step which is where you will download your approved plans after your building permit has been
applied for and paid for. You will only get this email when your review is complete and
approved. This applies when it gets approved in the first round of reviews or even after multiple
rounds of reviews. You do not have to click on anything in the email.

e CITY OF KNOXVILLE
ELECTRONIC DOCUMERNT REVIEW

Approved Plans Notification

Attention Karen:
Congratulations! Your plans are approved for Project R13-0002

Your plans have been approved. When the contractor has applied for the buslding penmal and paid the permi fee, a sot of approved plans can be downloaded from
the Approved Drawings folder of the project for use at your job site

Project R13-0002

Description

Task MotifyApproved

Assigned by: e W i

Lesgin te ProjectDox

i you do not have access 1o the specified folder, please contact the Py aircl Administratos

rii o i el

® Note: Be sure to print all spec sheets, supporting documents, and conditions for the job site.
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If Disapproved

You will get an email similar to this example asking you to correct and re-submit your plans for
review. This email is generated by the ProjectDox system when your initial review is complete.
Upon receipt of this email, login to www.knoxplans.org and select the project and review
violations. There are three ways to view violations:

1. Conditions Report,
2. Markups from individual reviewers on your submitted drawings, and

3. Run the Current Project — Project Markups Listing Report. See pg 25, steps 4-7 for
instructions on running project reports.

S CITY OF KNOXVILLE
—— ELECTRONIC DOCUMENT REVIEW

Review Correction Request Task Assignment

Arntention Karen:

‘owr plan review submission for Project: R13.0002 has been reviewed and comections have been requested. You may review comection comments and
requirements by accessing the ProjectDox site

When comected plans andior documents are ready for re-submittal, please Logn 1o ProgectiDox and follow the instructions provided Tor re-submittal
Please be advsed when re-submitting plans andfor documents:

= All comrections must be uploaded usang the sarme file names as the ongnal submittal
= Once comections havwe been uploaded fior review, no additional submissions will be accepted unless requested

Project R13-0002
Descnption: |

Task ApphcantResubmit
Assigned by

Legn 1o ProsmctDox

If you do not have access to the specified folder, please contact the Project Admimstrator

Please do not reply to this email.
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How to View Conditions Report of Violations?

@® Violations noted on the Conditions Report can be viewed on a drawing by looking at the
changemarks.

1. Go to www.Knoxplans.org website and login to ProjectDox using
your email address and password.

Select your project by clicking on the Project Name link. Expand curent | Collspse | @

;.cigate the folders section at the left. Click on the Documents o Doawings e
older. |

: -4 Approved Drawings

TEST0009

----- 3 Documents {1 Files - 1 New)

Conditions report (usually named Rxx-xxxx_violations.pdf
where xx-xxx is name of project). The Conditions report is a list
of special conditions and violations concerning your plans. Click
on the filename to open the report.

5. The report will open in a new window. You can move to a different page by clicking on the
arrow at bottom of screen and selecting another page.

4. There will be a PDF file in the Documents folder containing your \

THE DREAWING CALLS FOR NEW SIDING, BUT THE CERTIFICATE CALLS FOR THE USE OF
THE EXSISTING SIDIMG

Reviewer: MWW Action : Approved
of Appropriateness from the Downtown Design Review Board shall be provided prior to

g,

City of Knoxville il

4 of 5
Gof b
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6. The report can be printed by clicking on the printer icon and selecting Print. Select a page
range or “All” and then click Print to continue.

[&€ htpsi/mwknoxplans.org/?FilelD=5402 - r10-0140_violations pd - Windows Intemet Explorer [N Y o i
O& - & ~ Measure - Publish
i
Print Regien... Ctrl+G -
Watermark/Banners

CITY OF KNOXVILLE

DEPARTMENT OF OPERATIONS
Plans Review & Inspection Division Phone: (865) 215-2999

CITY OF KNOXVILLE

Plans Review & Inspections Division
P.O. Box 1631

Knoxville, TN 37901-1631

Fax: (865) 215-2627
Physical Address:
City/County Building

400 Main Street, Suite 505

m

Plans Review Number: ¥ &0 0w

Site Address: ¢

Following is a list of the Conditions/Violations noted by the Reviewers:

[ &7

CONO0090961
Date Entered: 3/2/2010 Reviewer: MWW Action ; Disapproved
=== /ONING - A Certificate of Appropriateness from the Downtown Design Review Board shall be provided prior to

issuance of a building permit.

e Reviewer Comments: THE DRAWING CALLS FOR NEW SIDING, BUT THE CERTIFICATE CALLS FOR THE USE OF
THE EXSISTING SIDING

Date Entered: 4/7/2010 Reviewer: MWW Action ;. Approved
=== ZONING - A Certificate of Appropriateness from the Downtown Design Review Board shall be provided prior to
issuance of a building permit.
CON0090962
Date Entered: 3/2/2010 Reviewer: MWW

City of Knoxville

Action : Di oved

1

7. Press the red "X" at the top right of the screen to close the report.
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To Read Markups and Comments about Violations:

® Markups will show where on the drawing that the violation occurred. There are two methods
to view the list of Markups which are described below. To open the drawing and look at the
markups, continue with step #1. If the drawing is already open, skip to step #6.

1. From the Projects screen, select your project by clicking on the project name.
2. Click on the Drawings folder (at the left) to view the list of drawings.

o CI'TY OF KNOXVILLE o
——= ELECTRONIC DOCUMENT REVIEW ] 2 =
R1 3'0001 ‘ = Back || Forward = H Projects || Profile |
Main Contact: |‘—Q Project Reports | | B Workflow Portals | | € Info | |@umeg | ‘ [ Email ‘
Expand current | Collapse | a P@s Review: fmifip Csne e o S0 O 1 oiichip e CiEE e e oS0 O S ge-nlinanl PR s
=+ R13-0001 = Project Info || Reports
(-3 Instructions On How To Use This System
-3 Drawinas (1 Files -1 New) ) — ProjectName:  R13-0001
E-C3 Approved Drawings Description: \P‘lsf_if{ f:e:".l"_h::‘_;::::“ |l “,'I_llm b
-3 Documents
Project Image: Mo image exists
Location:
Contact:
Contact's Email:
Phone:
Cell Phone:
— \ Pager: \_/

3. Once the drawing list is displayed, locate the drawings that have markups. They are

designated by this pencil icon:

' . . . . .
* . Click on this icon to view the list of markups available

for the specified drawing (1°' way to view list).
® To simply open the drawing, click on the file name next to the checkbox.

"_'é httpsy/fwww.knoxplans.org/?ProjectiD=1289 - KnoxPlans 8.1 - Windows Internet Explorer

e CITY OF KNOXVILLE
= ELECTRONIC DOCU

e

R13-0001

Main Contact:

Folder: R13-0001\Drawings (2 Files - 2 New)

Om @m
Cument Sort: - Select- -

B OEFDX

El [F] AZ01-GroundFloorPlan.pdf
| ]
8/13/2013 12:18:47 PM, 280 KB

‘
[

E D A201-GroundFloorPlanREV. pdf
‘9/16/2013 10:06:35 AM, 280 KB

Coktest44 - Testing Update fram Trigger Ma

B f

| View Folders | | Upload Files |

Coktest44 - Testing Update from Trigger Na

Ha X

MENT REVIEW

| <= Back || Forward = || Projects || Profile |

|_"_Q Project Reports | | B Workflow Portals | | € Info | | £7|lotes | | -2 Email |

Plans Review: - s mlhees s S b - "
Task Attached To Status Created On Updated On Updated By Action
ApplicantResub... Applicant Gro... Pendi... 9/16/2013 10:20:00 ... 9M6/2013 10:20:00 ...

W e [

Page 10f1 (1 items)
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About Drawing Icons

A yellow notepad icon indicates that notes are attached for the drawing. Click
notepad icon to view notes. These are notes that have been attached to the
individual drawing and are different than project notes.

The Pencil icon indicates violations associated with the drawing. All violations
are displayed using “Markups.”

4. A list displaying the available markups will open. Select the markup you want to view by
checking the applicable View checkbox (@) and then clicking the View button (8).

a— CITY OF KNOXVILLE
——= ELECTRONIC DOCUMENT REVIEW

Markups attached to A201-GroundFloorPlanREV.pdf

Close Window

Delete View Markup Name Author Date
o O BLDG KCR Building3 9/6/201310:1145A0 & &
BLDG KCR Building3 9/6/201310:16:36 AM & &

——
e ([ view |Jciear an | [ select All for view

@ The reviewer will usually name the markups in a consistent manner that reflects his
discipline.

5. The drawing will open on the screen. To view certain sections of the drawing, use the slider

O

control (i ' ) on the Display Toolbar to “Zoom In” to a section on the drawing.

o0 The Display Toolbar can be found at the bottom of the drawing that is opened.

! City of Knoville
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6. The markup drawing will display changemarks as applicable. The changemarks are color-
coded and named according to the discipline that made them. There are two methods to

view a changemark and its information.

r ~
@ https://www.knoxplans.org/?FilelD=376228ViewList=1106&EditList= - A201-GroundFloorPlanREV.pdf - Windows Internet Exp...l. = = = |

Review = Measure - Publish

City of Knoxville

REVIEW Markup (Save As) Name| Markup Color
Building/Zoning/Arborist/Parking Spaces BLDG orange
Engineering/Parking SITE teal

Electrical ELEC blue
Mechanical/Gas MECH, GAS yellow
Plumbing PLUM yellow

Fire Fire red

Waste Water KUB green

@ If you are unable to view drawings, please review "File Viewing Issue" in Appendix A. If
you continue to have issues, ensure all steps listed in Appendix B have been followed to

install ProjectDox components.
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7. You can view a changemark by hovering over it to view a popup window (1% way to view
changemarks). Click on the changemark to see more detail

[ =R Review ~ Measure ~ Publish > ’l!

Q) A oundFoorPlanREV pdf V1 L i_

S g0 1331378

Char note #01
Author : KCR Building3

| Local : 09/16/2013 10:10 AM
Test Changemark

11 Type:

N | H2-9
S B 05 /06/2013 01:17
Laal

| Sl —— o e v @ e e
e —— - — o —
| = = & - - -
[« m—

| a—— o e w—— s

Hover over
changemark to
view comment.

| s & E—— il -
| 4= ammy.

—

FOR HELP

For further instructions on how to review
changemarks, click the Question mark icon
to open the help contents for the Brava
viewer.

-------------

:1c:<s; OK. KR
B

o] 9 ® d111%1%1%0
N — |
0 e 5 [ — RS =
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8. To view the list of specific changemarks, click the Review pull-down list and select Review
Changemarks from the menu. (2" way to view changemarks)

Close Review Ctrl+Shift+R

Review Changemarks

Ctrl + Alt + C

Previous Changemarks note

a. A list of changemarks will be displayed at the right of the drawing. To view a
changemark, select it from the TITLE box (see @®). The drawing view will then zoom in
on the location of the selected changemark (see ®) so you can see the actual markup.
To read the comment, look at the bottom of the right-panel section as shown in the

example below (see ©). As each changemark is highlighted, the comments will change
accordingly.

-

S| 4| (20 | d

et . !
g @ q 1:\;% 2137 %9] 99 | ‘ Changemarks note 02
\ L = e | - i — I ¥ —1 =11 i
LB i i i 1 =i il I I H

- 0.0

KCR Building3 09/16,/2013 10:10
AM
Test Changemark

»

Page 37



KNOXPLANS Applicant User Guide (Updated Workflow)/ September 2014

b. Repeat step a. for each changemark you wish to view.

c. When finished, click the Review pull-down list again and select Close Review. Select
the markup to close and click OK. Continue until all markups have been closed.

9. When finished with reviewing your markups, you can begin making corrections to your plans.
After uploading your plans in the next step, you will re-submit your review request. Do not
“re-submit” the request until all plans have been uploaded again.

Things to Remember

= During the re-submission process, each drawing must retain the same name used at the
time of the initial upload. A version number will be applied to these drawings.

= You will only need to re-submit the drawings where revisions were requested.

What Next?

If approved, you are finished and can go to step #11 to print your plans once your building
permit has been applied for and paid for. > Step 11

If disapproved, go to the next step to re-submit your corrected plans. 2> S&f g
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Step 8: Applicant Uploads Corrected Plans

Before Starting...

- Make sure you’ve compared your Conditions Report with your markups to
make sure you’ve addressed all issues. Make corrections to your drawings as
necessary and get ready to re-submit them for another review. All project
documents will be located in the Documents Folder of your project.

During this step, you will upload corrected plans to your project as instructed in the “Resubmit
Request” email that you received.

Sample Email

ELECTRONIC DOCUMENT REVIEW

Review Correction Request Task Assignment

Attention Coktestd4 - Testing Update from Trigger:

Your plan review submission for Project. R13-0001 has been reviewed and corrections have been requested. You may review
carrection comments and requirements by accessing the ProjectDox site.

When carrected plans and/or documents are ready for re-submittal, please Login to ProjectDiox and follow the instructions
provided for re-submittal.

Please be advised when re-submitting plans andfor documents:

« All corrections must be uploaded using the same file names as the ariginal submittal
» Once corrections have been uploaded for review, no additional submissions will be accepted unless requested

Project: R13-0001
_ TESTING TESTING TESTING Plans Review:
Descriplion: o 1 Type=NRAC 01/02/2013
Task: ApplicantResubmit
Assigned
by:

Login to ProjectDox

173

How to Upload Plans for a Second Review?

1. Prepare your corrected plans for re-submittal.

2. Go to www.Knoxplans.org website and login to ProjectDox using your email address and
password.

3. Open your project and upload your revised plans. Refer to step #3 (pg 12) for additional
instructions on uploading your plans.

@® Itis important to note that all drawings must retain the same name used at the time of the
initial upload. A version number will be applied to these drawings.
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4. When finished, click on the Workflow Portals button. Your task list will be displayed at the

right.
5. Click on the Applicant Resubmit task link. Click OK to confirm.

Task Attached To Status Created On Updated On

e e .

Updated By Action

1:.~f.gpli|:an1Resu:miDAppIicant Group Pending 91192013 10:18:51 AM 9192013 10:18:51 AM

Page 1 of 1 (1items)

6. An eform will open. Scroll to the bottom of the form and check each checkbox to indicate

your compliance with the displayed statements.

7. Next, you are ready to inform the City that you have uploaded corrected plans and are now
ready for a re-review. Click Complete button. Click OK to confirm. This will notify the City

that your revised drawings have been uploaded into the project.

< CITY OF KNOXVILLE
== ELECTRONIC DOCUMENT REVIEW

7’ y Click Here to Save Eform as PDF

’] Review Information I Permit Information I Resources I Checklist Report (0) I Routing Slip _

information prior to completion of task.

Current User Logon Coktest44 - Testing Update from Trigger Na ( cokwriter@gmail.com)

KCRMPCies.

Review Coordinator Mary Alarcon ( malarcon@cityofknoxville.org )

Review Cycle 1

Workflow/Activity Name Start_Plan_Review_Workflow_V1 / ApplicantResubmit

© Activity Instructions Please review all sections of the eForm and drawing markups and resubmit the required

/\_/\_/\_/\_“

upper right hand corner of the popup window.

| have addressed all of the items listed in the Changemarks section above that were identified during the Plan Review.

the SAME file name as the original fles. | am ready to complete my assigned task.

I have reviewed and addressed the Checklist Comments provided on the "Checklist” tab above. Please click on the tab and review each item. Each
comment will be indicated as "Met" or "Not Met". If you would like to export a list of the comments to Excel. click on the "Export to Excel" link in the

| have uploaded the revised drawings into the "Drawings” folder and, if requested, uploaded any revised documents into the "Documents” folder using

Best in Class Version 1.0 _
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Things to Remember

= Corrected drawings must have the same file name as the initial uploaded file.

What Next?

Your plans have been re-submitted for review. The City’s reviewers will now be re-invited to
review your project. > St 9
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Step 9: Reviewers Perform Additional Reviews

City reviewers will re-review your plans as outlined in step 6. Only the reviewers that initially
requested revisions will be invited to review the resubmitted plans.

While the project in review, you can view the project status by viewing the Projects screen. You
can also view the reviews and any markups that have been made.

e See instructions in step #6 (pg. 25) on how to view the project status during review.

Things to Remember

= No files can be submitted during the review phase of the process.

What Next?

Wait for the email from the City letting you know of the plans review approval status.

If your plans review was approved (see step #7 for email), your approval email will come in the
next step. > St 10

If your plans review was disapproved, you will get a “Resubmit Requested” email. Go back to
step #7 to review the comments and proceed to step #8 to re-submit your plans. > Stps 7 ¥ 8
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Step 10: Applicant receives Approval Email

As seen in step #7, you will only receive this email when your plans review have been reviewed
and approved. Once you receive this email, you are finished until ready for the building permit.
After the permit has been applied for and paid for, the approved plans can then be downloaded
from ProjectDox and printed for use at your job site.

@® This email will be sent by the Plans coordinator.

What Next?

When the Contractor has applied for the building permit and paid the permit fee, a set of
approved plans can be downloaded for use at your job site. > Step 11
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Step 11: Applicant Downloads Approved Plans

When your building permit has been applied for and paid for by the contractor, you will be able
to download your plans. You can also view and print your conditions report which lists any
conditions of the approval.

To Download Approved Plans:

1. Go to www.Knoxplans.org website and login to ProjectDox using your email address and
password.
From the Projects screen, select your project by clicking on the project name.
Click on the Approved Drawings folder (at the left) to view the list of drawings.

fa h'|1p;.'_|'wm-1|m::pl.=m.'.-fq."ﬂm,ﬁtll:l=!?B-5 Mun.l.! Wﬂmlﬁtmﬁ Explerer

q..;.._,:,,. CITY OF KNOXVILLE
ELECTRONIC DOCUMENT REVIEW

R13-0001 da Back | Formand o |

Wadn Contact; Coktested - Testing Updale fram Trigger |y PropectReports | | @ werksio
Expard oy | Cotapen ] U Plans Fdgw, S " il R TR S —
= R13-0001 =]
-0 Instnuctiens On Hew T 28 This Sytam Task Antached To Status Croated On Updated On
ir—" e oG Towihd BT T GG TR

- Appe v Dvawing "‘\
o Brocumasit

4. Tthteh“stt of dfrtaf\]lv":]fgijwn: Otpten' |C|I(;k ::Ihteh Cr:jeth.)OX Folder: TEST0009 \Approved Drawings (2 Files - 2 New)
at the top of the folder lis gseeca e drawings. °om Om
Click the Download icon to download the seled- 3

. ‘Current Sort:
stamped files. = | 3SR lD
= UE‘1‘1UAUSITEF‘LAH. if
@® If only downloading a few drawings, check the St :ﬂ“’i"l""‘”“’z”“’* P, 118 K8
. '-',"?é" lary Alarcon
boxes for only the drawings you want. | B S &
B [w] 06:110A1PLAN pdf
11/9/2009 12:02:48 PM, 39 KB
W Mary Alarcon
el By

5. Click OK on message.

Windows Internet Explorer.

You are about to download all the checked Files. Files that are currently checked out by other users cannot be
. dovwnloaded,
Continue?

P
U Ok D[ Cancel

o —
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6. Click Download Zip File.

o

TO008 Wpproved Drawings {2 Files - 2 New)

lders @/ Cm
I

= L =
| B [LE}
06110A0SITEPLAN. pdf
11/9/2009 12:02:48 PM, 118 KB
Mary Alarcon

B e

06110A1PLAN. pdf
11/8/2009 12:02:48 PM, 32 KB

Mgry flgrenn

e
‘ & Back || Forward = || Projects || Praofile | E
[BTaskList| [ @umto | [ 4Bnotes | [EEd

Files retrieved from: TESTO009 \Approved Drawings

Your files are ready to be downloaded. All selected files have been compiled
into a single ZIP file for your convenience.

( [mownload zip File (0.2 B) [} [ Delete Zip File |

After your download has completed successfully, please delete the zip file
from the server, for the protection of your intellectual property.

7. Click Open on File Download window. ' File Download

8. The download files will now
be in a temporary file on
your pc. From this location,
you can save them to a disk
or move them to another
directory on your PC.

When ready to print the
drawings, open them in
Adobe Acrobat and print.

Do you want to open or save this file?

I Mame: Approved Drawings_319265.zip

]
Type: Compressed (zipped) Folder, 154KE
From: s knoxplans.org

X

Coe Do |

Cancel

Alwayz ask before opening this twpe of file

l--"@ While files from the Intermet can be useful, some files
b
k.

= zave this file. What's the risk?

can potentially

harm wour computer. [ you do not tust the source, do not open or

B8 Approved%20Drawings_319265[1]

File  Edit  Wiew Faworites Tools  Help

\_J" \_/I lﬁ /-._\J Search H Folders v

E]

address |E3 C\Documents and SettingsimalarconiLocal Settings) Temparary Internet FilesiC | Go

s 0 =

e
Folder Tasks = e e

(B Extract all files

Other Places

06110A0SITER 06110A1PLAN
LAN

These drawing files are now on
your pc. Move them as
necessary before printing.

03 LH7eRX1G
£} My Documents
& Py Metwork Places

Details
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How to view Conditions Report?

1. While still in your Project Screen, locate the folders section at the TEST0009
left. Click on the Documents folder. -
Expand cument | Collapse |

2. There will be a PDF file in the Documents folder containing your = TEST0009
Conditions report (usually named Rxx-xxxx_violations.pdf
where xx-xxXx is name of project). The Conditions report is a list
of special conditions and violations concerning your plans. Click
on the filename to open the report.

{= ProjectDox - Windows Internet Explorer

& | https: /v knoxplans, orgfProjectDox/Frame. aspx?SessionID=8&ProjectD=jEwk7 gqBxW 0z 2%2b J6wtMI3A% 3d%3d

&5 CITY OF KNOXVILLE
=== ELECTRONIC DOCUMENT REVIEW

| = Back || Forward = H Projects || Profil
B Task List | | € Info | | £ZHotes | | E=JEmail

TEST0009

Folder: TEST0009 \Documents {1 Files- 1 Mew)

View Folders | | Upload Files @ (i} O |E|

e
mO O =ElkDh
=

ZFE &k OB Moaaa

¥ ‘ R0S-0345.pdf V1

CITY OF KNOXVILLE

== 20092405451, DEPARTMENT OF OPERATIONS
E _—p- ) Plans Review & Inspection Division Phene: (865) 215-2999
% & CITY OF KNOXVILLE Fuox: (865 215-2627
Plans Review & Inspections Division Physical Addsess
PO, Box 1631 City/County Building
Knowville, TN 37901-1631 400 Main Street, Suite 505

Plans Review Number: (00 0

Click filename to ' Site Address: na

open report. Following is a list of the Canditions/Violations noted by the Reviewers:

CONODS0326

Dats Enfered: 4/30/2009 Reviewer smp Action: Approved As Noted
== FIRE- Reviewed as new construction for a single siory building.
CONOUSO331

[hate Entered: 4/30/20089 Reviewer: smp Action © Approved As Nuted
= FIRE--Fully comply with Chapter 42 (Storage) of NFEA 101 2006 ed., and all applicable with NFPA 1 2006 ed.
CONDOS0332
Dhate Entered: 4/30/2009 Reviewer: smp Action : Approved As Noted
= FIRE--Portable fire extinguishers are required in this occupancy in accordance with NFPA 10 2007 edition and

must be certified and mounied by Tennessee licensed fire extinguisher company,
CONDOSD333

Dhate Entered: 4/30/2009 Reviewer; smp Action : Approved As Noted
= FIRE--Marking of means of egress shall be by an approved exit sign illuminated by a reliable light source readily

0 Internet

3. The report will open at the right side of the screen. You can move eviewer Comments: 2 HOUR SEPARAT
to a different page by clicking on the arrow at bottom of screen ‘
and selecting another page.
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4. The report can be printed by clicking on the printer icon and selecting Print. Select a page
range or “All” and then click Print to continue.

EGB = h ODRBE Yeraa it © B - v

5. When you logout or go back to the Projects screen, the Conditions Report will close.

Things to Remember

= You should only download plans that are in the “Approved Drawings” folder. These
plans will have the City of Knoxville stamp on them.
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Topics and Notes

Topics are high level categories for discussion. Notes are additional conversation threads about
a particular topic. They can be attached at both the project and file level and can be emailed to
team members. You will add a note when you want to convey additional information to the
reviewer. This information stays with the electronic permanent record of the project. It's easier
to keep track of than separate emails to the reviewer.

@® A topic must be added before a note can be added to it.

® When you add a note, you have an option to also email the note. This is the recommended
method to immediately notify a project member of your comment.

How to add a Topic:

1. Select your project from the Projects
screen.

T, ] Y TR

Bt et e AR

2. Click Notes button. If the icon is yellow = = =
! <= Back .z |M | @ || Logou
then there are notes attached to the | l 2 o

project. | B TaskList | | € nfo | (Botes [)| EDEmail | | G Eai |

o e

! rward = || Projects || Profile

009

2 i e EAQN OCADD M N03I0ANT SuhTuna—hi™ o0

3. Click Add Topic.

4. Choose a category for the topic. Topic View Topics
categories are created and maintained by the .
System Administrator. et T SToo0

0 Applicants should choose Applicant Notes [2-1
fOFI')'F;he Category. DD Add Topic |Re|10|t$ | |Ex|mn{| All | |P| int |

5. Enter a subject (or title) for the topic and a

description. , ]
i <22 CITY OF KNOXVILLE Close Window
Email button to save the Altatg::Topié:lo: li’a‘m-nnm
topic and close the window. '
. . . uthor: Ma arcon ategory: Applicant Motes - Date: 9/23/2013
7. You will be given a choice of =
who to send the comment to. =
Make your selections and et =

click Send button at the
bottom of the screen.

=

| Save & Prepare Email ’
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How to add a Note:

On the Notes screen, click on the applicable topic.
Click the Add Notes button in the View Chosen Topic & Notes page.
Type note in the bottom scrolling window of the Add Note to Topic screen.

Click Save to save your changes, or Save & Prepare Email to save your changes and send
a notification email to the other project team members.

5. If emailing the note, you will be given a choice of who to send the comment to. Make your
selections and click Send button at the bottom of the screen.

AW

® Itis recommended that you email new comments to the review team as applicable.

& | https: ffwww knoxplans, orgiProjectDox/AddNot e, aspx? TopicID=36&Project ID=5538Folder [D=0&FileID=0 hd %

<o CITY OF KNOXVILLE
——— ELECTRONIC DOCUMENT REVIEW :

Add Note to Topic

Author: Mary Alarcon | Owner: Knox Plans | Project: TEST0009
Topic Subject: Topic 1

Description

Mote Added

Type note here

i
‘} Save & Prepare Email
S

|

hittp: f v knosplans, orgf @ Internet F100% v
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Team Mail

Team Mail is a convenient way to send team members updates and messages.

1. In the Project List, click the Email
button. The Team Mail screen

appears

kMIZA% 3d%3d

(=2 Email )

& Edit

g, -.ﬁ.qE@M"_""“ ™

| B Task List | | @nfo | | Zniotes |

2. The Team Mail selection dialog displays users by individual users and groups. Select the
check box in the title bar to select all members. You can then de-select any groups or
individuals individually. Clicking the header check box a second time clears all check boxes.

@ Note that members
of a Private Group
will not show in the
Team Mall list, but
selecting the
Private Group’s
check box will send
the email to its
members.

3. Enter a Subject and
message body.

4. Click Send Team
Mail to send your
message.

® If you wantto
send an email to
the City
concerning your
plan submission,
look for an
Email-Project
Coordinator
group in this list
and select it.

3
f.-: ProjectDox - Windows Internet Explorer

FEX

& | https:f e knoxplans,org/ProjectDox| TeamMail, aspx?SessionID=&Project ID=jEwk7 qqB:xW0z2%2b J6wtMI3A%3d%3d - g
-
~— CITY OF KNOXVILLE Close Wine
ELECTRONIC DOCUMENT REVIEW/
Team mail for Project: TEST0009
Email type: Standard Mail
Subject: * |Te st Email
Body: *
Test of Team Mail
-
Check box to send mail to I
everyone
— N J
UsersiGroups that wii be emailed: * .
[F Name
[ & Non Group Members
=t W Applicant Group
] Name Company Email
HARPER HEATH & LETITIA J Ma COKWriter@hotmail. com
-] W Building
B[] W Electrical
B W Engineering
B[] W Fire
= W GasMechanical
2O W Inspections Manager
Name Company Email
InspMgr1 KCR TEST Reviewers KCRInspMari@agmail.com
“.[]  InspMgr? KCR TEST Reviewers KCRInspMgr2@amail.com
=S| W NewAddresses B
Joere €D mternst 00% -
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5. You can also access Team Mail from the Edit Topic, Edit Note, Add Topic, and Add Note
screens by clicking Save and Prepare Email. The Subject and Message fields will be
automatically populated. You can also access Team Mail by clicking the mail icon, such as
at the top of the Project Info screen.

Things to Remember

= You will be provided with a list of users/project members to whom you can email for a
stated project.
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City of Knoxville Plans Submission Standards — Commercial (including
multi-family dwellings)

All drawings must be submitted in Adobe pdf file format.
Pdf files must be electronically created and searchable.* Pdf files cannot be created by
scanning or using free pdf print software.
All drawing files must be a single sheet/page.
The design professional's seal and signature must be on each drawing file.
An index of drawing names and file names must be included as one of the files.
Each set of drawings should include a Coversheet. Each coversheet must have a minimum
of:

- The Code Standards used in the design

- Occupancy Class

- Anticipated use (where applicable)

- Construction Type

- Building Area and Height Compliance

- Occupancy Loading

- Exit Information (exit width, number of exits)

- Parking Calculations (where applicable)

- Dwelling Unit schedule (residential Construction)
Schedules and specifications can be submitted as multiple page document files.
The lower right hand corner must be left blank on each drawing file for the placement of the
City's approval seal.
When a drawing file is resubmitted it must have the exact same name as the original.
Any documents required by the Metropolitan Planning Commission (MPC) must be
submitted by the applicant prior to plan approval.

*Please consult with the manufacturer of your software used to create your drawing files to advise you if your
software supports a searchable pdf file or for a recommendation of an additional software package to purchase.
Our research indicates most CAD packages support this feature and if not, the cost is minimal to purchase create
pdf software. For example, Adobe 9 Pro software.
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City of Knoxville Plans Submission Standards — Residential (including 1 & 2
family dwellings)

All drawings must be submitted in Adobe pdf file format. Scanned drawings are acceptable.
Every drawing shall be drawn to scale and at a minimum contain the following

- An accurate depiction of the lot

- Corner elevations and lot dimensions

- The location and size of the driveway

- The residence located on the site plan with the setbacks indicated on the plan

- Finished floor elevation

- Location of inverted sewer elevation
When submitting for duplex, the construction for the rated fire separation must be clearly
shown.
When a drawing file is resubmitted, it must have the exact same name as the original.
If a residential overlay (H1, IH-1, NC-1, TND-1, etc.) is involved; the applicant will have to
upload the Certificate of Appropriateness, Evaluations, Site Plan, and any other necessary
documents provided by the Metropolitan Planning Commission (MPC) before the plans
review process can be started.
If a Use on Review is required (accessory dwelling units in R-1EN, duplexes in R-1, etc.),
then the applicant must upload a copy of the documentation provided by the Metropolitan
Planning Commission (MPC) prior to approval the plans.
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Appendix A: ProjectDox System User Requirements - Troubleshooting

Component Troubleshooting

The following section reviews common issues with the installation of the components, along with
recommendations for resolution. Most issues are related to lack of permissions to install the
required components on the PC, or the enabling of the UAC during the installation process.

Unable to Batch Upload

ISSUE:
Unable to upload more than a single file at a time to the upload files box.

= Flanreom - Windows Intermet Explorer = B2
& nttps:y; FActivexllpload. aspe?FolderdD=1 &
Upload files:(Drag-n-drop availablz for Silverlight only) Metadata (Appliedio 2l uploaded files)
INREF Metadata 1or versi onad files * Required field
Browse...
File Type: * L
 Browae..
Erowsze... |
Ercwse.. |
Browse. .

Resat Fislds | Upload
To use the enhanced upload tool incuding drag and drop, please download the Siverlight

application frameworke Inatall Silve rliaht M ow
Upload URL:

UHL Display Hame:

UHL:

RESOLUTION STEPS

e Install the Silverlight Control to allow for batch and drag-n-drop upload. The installer can be
obtained from the link “Install Silverlight Now”.
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e Successfully installed Silverlight control will provide a screen like the one below (metadata
section is optional, depending on project configuration):

= Windows Infemei Explorer L= | E w
e as
1 i ing
Upload files:|Drag-n-drop available for Silverlight only) Motadata iAppliedto all uploaded files)
i [l inherit metadata for versioned files T Requirednels
File Type:* -

Upload URL:
URL Display Name:

URL:

Upload URL

(al
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File Viewing Issue

ISSUE:
User selects to view a file or view a markup on a file. A blank white window or a blank white

window with a small box in the upper left window appears.

Click on a file and a white
window opens. Many
times, it has a small window

in the left corner.

RESOLUTION STEPS

First Time User:
e If running Vista or Windows 7, verify that UAC is disabled. If UAC was enabled during the
installation, disable UAC (including the reboot), uninstall the components, and delete the
IGC folder from your profile before re-installing.

e Verify the ProjectDox site is in your list of “Trusted Sites”.

e If issues persist, increase the permissions for the user account on the PC to
Admin/Power User Rights. This should allow the components to download.

Return User:
e If installing updated components as a result of a ProjectDox upgrade ensure that the
former Components have been uninstalled by uninstalling the ProjectDox Components
from the Control Panel.

o Delete from your profile the contents of the IGC folder C:\ Users\YourProfileName\[x6_0
or X7_0]

= X6 _0is for ProjectDox versions 7.2-7.5
= X70_is for the ProjectDox Versions 7.7
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Organize =

Bl Desktop
& Downloads

. Recent Places

g Libraries
“ Documents
@' Music

= Pictures

B videos
ol Homegroup

B Compiter
& 0s5(C)

s Bachup [E)

9 #ems

Include n library =

Share with =

BN e
% BravaChent:dll
j.;' Brava'Wehhelp.chm
&, OOPlusGate.dl
& Integration 6.0.35.d1
s, mewepTl.dl
& mavorfl.dil
search_macrosami

vermon. bt

e If running Vista or Windows7, verify that UAC is disabled. If UAC was enabled during the
installation, disable UAC (including reboot), then uninstall the components, and delete the
IGC folder from your profile before re-installing.

o Verify the ProjectDox site is in your list of “Trusted Sites”.

e If issues persist, increase the permissions for the user account on the PC to
Admin/Power User Rights. This should allow the components to download.

Once the components are
successfully installed when a file is
selected for viewing, it should
appear with the image in the new
window or in the frame of the
application.

£t plan |epoeildeey - Windows Iiismet Exploner

d v gw inn e oty oo B

~Emara | @l o
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Appendix B: KNOXPLANS for New Users

Welcome to KnoxPlans

The City of Knoxville recommends that KnoxPlans (aka “ProjectDox”) run on PC operating
systems up to and including Windows 7 32-bit (Windows XP, Windows Vista, and Windows 7
32-bit) and Internet Explorer 8 and higher.

Additionally, the software vendor also suggests that Windows 7 64-bit (Windows XP, Windows
Vista, and Windows 7 64-bit) and Internet Explorer 9 and higher can be used on the client's PC
with Knoxplans. When using Internet Explorer (IE, any version), the 32-bit version must be
used.

Please note that in order for this application to work you must first complete the following steps

when you login for the first time. Since you will be installing software, you must have rights on
your pc to perform the installation.

A. Before Installing ProjectDox Client Components

In this section:
o Pop-Up Blocker
Configuring Pop-Up Blocker
ProjectDox Client Components
Turning Off UAC in Windows Vista and Windows 7
Adding Knoxplans to Your Trusted Sites
Turning off Protected Mode in IE 8

0O O 0O O o o

Setting Compatibility View Settings for Versions IE 8 and higher

Pop-Up Blocker (IE)

ProjectDox uses pop-up windows (browser windows with no toolbars). If you log in, but no
ProjectDox window appears, or a warning is received, you probably have a pop-up blocker that
is preventing the main project window from opening. You need to allow ALL pop-ups for the
ProjectDox site. You can do this in one of two ways:

1. Disable pop-up blockers entirely.
2. Configure blocker to allow pop-ups for specified sites.
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Configure Pop-Up Blocker in Internet Explorer

1. Navigate to Internet Options for your version of Internet Explorer (IE). Instructions below are
based on IE9.

a. Select the Gears icon (Tools) seen in blue.
b. Select Internet Options.

Print
File k
Zoom (100%) r
Safety b

Tools lcon

View downloads Crl=)

Manage add-ons
F12 developer toolks

Go to pinned sites

Internet Options Internet options
About Intemnet Byplorer

2. Click the Privacy Tab to set-up an exception for the ProjectDox site.

[nternet Options i 2

Uament ILmnE:h:ns I Frograms I.i.l:hrmtm:l | I

Privacy Tab

3. Click the Settings button.

Fop-up Dlocke:

[#] Turn on Pop-up Blocker | settings |

InFrivate

Settings Button
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4.

In the Pop-Up Blocker Settings Window, enter the Knoxplans site URL.

Pop-up Blocker Settings

5

Exceptions

Pop-ups are cumenthy blocked. You can allow pop-ups from specific
#!| websites by adding the site to the list below.

hitp -/ Awwew knosgplans .org/ Project Dox

Allowed sites:

5. Click the Add button.
6. Click to Close the Pop-up Blocker Settings window.
7. Click the OK button for the Internet Option window.

ProjectDox Client Components

Sometimes users will encounter errors or issues as a result of incomplete installation of the
client components. This is often caused by permissions issues. The instructions in the next
section (B.) proved useful in resolving the security/permissions issues and getting a successful

installation.

® Note — The account executing these steps will need administrative privileges on the
computer.

If the operating system is Vista or Windows 7, you will need to turn OFF User Account Controls
(UAC) before installation. Additionally, if using Internet Explorer 8 (IE 8), you will need to turn
off protected mode. (Apparently turning off UAC in Windows 7 also disables protected mode for

IES.)
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Turning Off UAC in Windows Vista and Windows 7

Disabling of the UAC control should be discussed with your network administrator prior to
making changes to your system if applicable. In all cases, after the installation is complete and
each of the actions have been performed once (uploading files, viewing files, downloading files,
and viewing help, as applicable) the UAC control can be returned to the former setting.

1. From the Control Panel, open User Accounts.

v(8& » Control Panel » User Accounts » User Accounts

2. Click the “Turn User Account Control on or off” (Vista) or “Change User Account Control
Settings” (Windows7) link.

3. Update the UAC by following the below:

e VISTA: In the “Turn on User Account Control (UAC) to make your computer more
secure” options screen, clear the checkbox for “Use User Account Control (UAC) to
help protect your computer”.

L WINDOWS 7 C“Ck and drag B User Account Control Settings = [ i
the slide control to “Never
Notify”. Choose when to be notified about changes 1o your computer

Uzer Accownt Contrel helgs prevent potentially harmful programs from making changee to
your computer.
Tell me mere about User Account Control settings

Alwvays notify

Meawer notify me when:

4. Click “OK” and restart the system. o el softumrm or ma cranges
Note: The system must be restarted * Tmake changes to Windows setfings
for the UAC changes to take effect.
NOte The USGI"S peI’mISSIOHS il :»lc+-t-:on-me-\d_e:.tCﬂnusrt:h';_c::;i{’}'uu need
|eve|/rlghtS W|” affeCt hOW the UAC ‘-'s'irdo‘cr:»:-?h::;l.;s:ﬂ"e_.f dao met suppert User
WOFkS -/—- Account Centrol.
Mever notify

Note: After successful installation
and one time usage of the
ProjectDox Components, the
system’s UAC control can be
returned to the former setting. A
reboot will be required for the
change to take effect.

M OK ]l Cancel
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Adding Knoxplans to Your Trusted Sites

ProjectDox loads ActiveX controls onto your pc so that you can view drawings and markups.
Before the controls can be loaded, the Knoxplans Site (www.knoxplans.org) must be added to
your list of Trusted Sites in your Internet Explorer security settings.

Select Tools>Internet Options from the menu and open the Security Tab.
At the top, select the Trusted Sites zone.

Click the Sites button.

Type https://www.knoxplans.org in the top field and then click Add.

Click Close when finished.

o a0k 0w DN PF

Click OK to exit the Internet Options window.

Trusted sites E|

ou can add and removwe websites from this zone. All websites in
ey this zone will use the zone's security settings.

dd this website to the zone:
https: | e, knoxplans. org

Websites:
%
ville, o

"
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Turning off Protected Mode in IE 8

e If you turn off UAC (see top of previous page), then this will also disable protected mode for
all users on the computer no matter if you have protected mode turned on or off in Internet
Explorer below.

e You must have UAC set to the default level or higher to be able to turn on Protected Mode in
Internet Explorer.

These instructions explain turning off protected mode in IE8 (apparently turning off UAC in
Windows 7 also disables protected mode for IE8). ProjectDox uses iMarkup plug-ins. After
successful installation and testing of the plug-ins, you can turn the Protected Mode in IE8 back
on.

1. Open Internet Explorer.

NOTE: In Windows 8, this would only apply to the IE10 desktop version, and not the IE10 Metro
(Windows UlI) version.

2. Select Tools > Internet Options from the menu bar.

3. Click on the Security Tab. On the Security tab, select the zone that you want to turn
protected mode on or off in.

Internet Options. . [ .|

S— -

4. Check the Enable Protected Mode box, and
click Apply.

| General | Security |Pri\taq|I I Content I Connections | Programs I Advancedl

Select a zone to view or change security settings.

5. Repeats steps 3 - 4 if you want to turn = r %
protected mode on or off for any other zone. @ “ ®

. - ¥
Internet | Localintranet Trusted sites  Restricted

sites
6. When done, click OK. ~ Internet

This zone is for Internet websites,
except those listed in trusted and

restricted zones,

i
!

Security level for this zone

Custom
Custom settings.
- To change the settings, dick Custom level,
- To use the recommended settings, dick Default level.

I Enable Protected Mode (requires restarting Internet Explorer)
I Custom level... I [ Default level I

I Reset all zones to default level I

[ CK H Cancel H Apply ‘
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Setting Compatibility View Settings for Versions IE 8 and higher

The Knoxplans website might appear blank or might not display correctly in Windows Internet
Explorer 8 and higher. One possible explanation: The site might have been designed for an

earlier version of Internet Explorer.

These instructions describe how to use the Compatibility View Setting feature in Internet
Explorer 8 and higher to view websites that were designed for an earlier version of Internet

Explorer.
1. Close all open browser windows. T ———r—— Y [ T
it View Favorites Help
2. Open a new session of Internet Explorer. A
3. Select Tools > Compatibility View Settings from the menu o
bar. s
4. In the top field, enter www.knoxplans.org (Ref ©). e
- CITY OF Compatibility View settings
. ELECTR b
5. Click Add button (Ref ®). S pia] o
6. The website will then be shown in the list of sites to be shown i o
in Compatibility View (Ref ©). s
Project Blog This in Windows Live Writer L\:“
7. When finished, click Close (Ref @). s |

Websites you've added to Compatibility View:

dtyofknoxville.org
surveymonkey.com

Compatibility View Settings [
,%‘
Wﬁ Change Compatibility View Settings \Websites you've added to Compatibility View:
dtyofknoxville.org Remave
knoxplans.org s
Add thiz website: surveymonkey.com
knoxplans. org| o Add

Display intranet sites in Compatibility View
Use Microsoft compatibility lists

Learn more by reading the Internet Explorer privacy statement

O -

® Please note that if you upgrade your Internet Explorer browser while using Knoxplans
and you experience problems, you may have to perform these instructions again to re-set

your Compatibility View settings.
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B. Installation of ProjectDox Client Components

In this section:
o Installation of ProjectDox Program
o Installation of Silverlight
o Installation of Viewer Component (IE)

Installation of ProjectDox

ProjectDox requires the installation of ActiveX controls to be able to perform certain actions:
Uploading Files, Downloading Files, Viewing Files, and Viewing Help Information. There are
two ways users can install the controls:

A. The link to an MSI file for installing the ActiveX controls is available from the login screen.

B. If permissions for the PC allow ActiveX download and installation, the user may elect to
install the components for the four respective actions the first time each is performed.

1. Install ProjectDox components necessary for the application.
a. Inyour Internet Explorer window, go to the following site: www.knoxplans.org.

b. Alogin screen will open. Click on the Install ProjectDox Components link (@, below) at
the bottom left corner of the screen.

c. The application will install the necessary components for the system to function correctly.
This may take five minutes.

@® Note — If missing any components while using ProjectDox, a prompt will be displayed
asking to install the necessary software. If this happens, follow the screen instructions to
install the necessary components. Remember; if you are running IE8, Protected Mode
must be turned off for successful installation of these components.

@® You may also want to
create a Desktop
shortcut to www.
knoxplans.org (ref
link at ®) and add

. . CITY OF KNOXVILLE

It to your favorites "2 ELECTRONIC DOCUMENT REVIEW E-mail  cokwriter@mail.com
- KEnoxPlan: does E vt Windows 7 64-bit or Imsrnat Explovsr 9.

(ref link at 9) . - ’ Password:

Forgot your password?

© 2013 Avolve Software.

PFOJECt ProjectDox (Version 8.1) is a trademark of Avolve Software. All rights resenved.

avolve-

To create a desktop shortcut,
Install ProjectDox Components | click and drag the icon below to | Slick here to add KnoxPlans 8.1
your desktop. to your Favorites.

N
‘o
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If using the MSI from the login page, the user can accept the defaults to run the MSI and install
the controls. If not using the MSI, then after logging in to the site, the user will be prompted by
the browser to install the ActiveX control (yellow bar at top of the screen or at the bottom of the
screen depending on system version) when attempting to perform any of the above actions. If
the user’s network requires Administrative access to download ActiveX controls, the user will
NOT be prompted nor will the MSI on the login screen install. The user will need to contact their
network administrator to get access to download these controls.

Before installing the components, verify the items below. Instructions are provided in the
following sections on how to add the site as Trusted, and how to temporarily disable UAC.

Add ProjectDox site as a Trusted Site.
Disable UAC (Vista and Windows7 users only).
Recommend Admin/Power User Rights to PC for proper installation.

w0 DnPE

Verify System Requirements for Silverlight Control.

Installation of Silverlight

® This is for Batch and Drag —n-Drop Upload Capabilities

ProjectDox provides a default upload component with no additional installation required. It is
limited to five (5) file uploads selecting a single file for each row. An example of this default
component is seen below and accessed when the Upload Files button is selected from a folder.

Batch upload capability, along with the “Drag-n-Drop” feature for uploading, is available with the
installation of the Silverlight Control. The below instructions will walk the user through
installation and list the system requirements.

22 Planroom - Windows Intemet Explorer
_|;_—-;r||-=..;.. fActivexl pload.acpeFolderD=1 a2

i ' LI

WUpload files:(Drag-n-drop available for Silverlight only) Metadata (Appliedio all uploadad files)

Erowee... |

Inhert metadata for vers oned fles * Requirzd figld

-

Ercwze. |

Browse. .
ResotFislds Upload

To use the enhanced upload taol, induding drag and drop, pleas e download the Siverdight
application framework Inztall Silverliant Mow

Upload URL:

URL Display Name:

URL:
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8. Verify your system requirements.

0 Make sure you are running a Silverlight-compatible operating system and browser, and
that you have uninstalled any previous version of Silverlight.

For Windows Internet Explorer users:

Browsers Supported:

Windows7

Windows

Vista

Windows XP
5P2, 5P3
Windows
2000 5P4 +
KB B91B861

For Macintosh users:
If you are installing Silverlight on a Macintosh system, the following requirements must be met:

o Silverlight versions after 1.0 run only on Intel processor based Macintosh (not PCC
processor)

¢ Minimum Intel Core Due 1.83-gigahertz (GHz) or higher processor with 512-MB of RAM

Mac System requirements for Silverlight 5

Silverlight 4
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9. Click the link “Install Silverlight Now” to download and install. Download also available able
at:

http://www.microsoft.com/getsilverlight/Get-Started/Install/Default.aspx

Upload files:{Drag-n-drop available for Silverlight only)

[ Browse... ]

Browse...
Browse...
 Browse.. |
Browse.._

| ResetFields || Upload |
To use the enhanced upload tool, including dra ease download the Silverlight
application framework. Install Silveriaht Now

Upload URL:

URL Display Name:

URL:

Upload URL |

For Mozilla Firefox users:
e Save Silverlight.exe control to your hard disk.

e Once the download is finished, click Open.
e The installation starts.

10. If prompted, the user may click to Save the Silverlight.exe to their desktop, or click Run to
install the component without saving and download to their system.

11. Click 'Install now" after reviewing the license agreement and privacy statement.

Install Silverlight

By dicking Install now you accept the Silverlight

i ¥ / license agreement.

icrosoft® Silverlight updates automatically,

Mic
Si Verl ig ht - View the Silverlight Privacy Statement

| Install now |

You can now use Silverlight.
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i - Windows Internet Explorer =E ®
=X FE
:lowe Wi nclow
Upload files:(Drag-n-drop available for Siverfight only) Metadata (Appliedio all uploaded files)
T Inherit meiadata for versioned files * Required field
File Type: * -
Installation successful
?.
“fou may have to refresh (F5) the
o Web page for these changes to take
§k‘ri]mh‘ I‘ h effect,
Upload URL:
URL Display Name:
URL:
=

Installation of Viewer Component (IE)

If not installing from the login page, and using the prompts when opening a file for the first time,
the below screen will display with a white background instead of the selected file.

e Look for the ActiveX tool bar at the top or bottom (Depends on operating system) of the

page.
e Click Allow to allow the installation of the BravaClientX Module.

eSS

(i pes gt sy Wi Belrrart bapier
et ey Ny ooy pre et A pson i ey angs ¥ gD e 00

Windows7 System

White page with theicon in
the left corner Indicates Brava
components notinstalied

Download and
installation of Activex
prompt for Viewer

Ths welipade wants 10 s The Tl isirg pit-om v liencs Moduds fapm:
Hrapiicy Ensp. P i

Whst's whe wink?
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e After successful installation, the file can be selected again to be viewed.

1 igw. gwinnericounty.compr < et a5 o Filel

r —
E- 3 pian layouildieg - Windows Iniemet Explones =N !-!L-J

Once you have completed the above steps, you are ready to login to the system for the first
time.
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C. Login & Change Password
1. Click the Login to ProjectDox link at the bottom of the invitation email you received.

@® This email has the user login and temporary password that you will need to login. Future
emails will not contain a temporary password.

<27 CITY OF KNOXVILLE

=== ELECTRONIC DOCUMENT REVIEW

Project Initiation

Helts Cokiessdd - Testing Lptate Iroem Togger Ma

Trank yOu 100 SRODHNG 10w tha Gy of Knomdlle: Eeoibonin Reviaw. Your spplioaiion ior [Project Mama] - Flans Review. BOD0 GREEM VALLEY [ 07HMEDD! GREEN VALLEY DR
S TypashRAG 0UOZT01 has ben processss and 8 Poies oeaisd

ey mril] S DA e SR STy B gl Eed phud Bieibgh
User Login tarchitect@outbook.com Rememh’er fﬂr Lﬂ‘gin
Temporary Password CIDSC6D
Project Permit # R13-0001
Plan Check Coordinator Kniox Plans

Plan Check Coordinator's Email kqwﬂ!an_ﬁﬁr_i}mfhmwil!q.qrx

Login to ProjectDox

Corgn Tha e hpli (o0rELANSY ¥y Pl Qe ETON LTI TE PAURRDL FaRhbE S0 RO R T T ETE

2. The login window will open. In the E-
mail field, type the User Login
information as listed in your invitation

email.

3. ln the Password fleld’ typethe . REVIEW E-mail: |cokwmer@h0tmail com :
temporary password as listed in the B — |
same email. You will be given an ) e—
opportunity to change it.

4. Click LOgin. If you forget your password

later, click this link to have -
Kz: \s‘iinaﬂ‘:r:;l:i?:;ﬂwm.mmgmm. a ,( it senlloyomemail
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This will take you to the User Profile screen. (Required fields display with colored highlight.)
In the Change Password section, enter your new password in the first two fields (Ref. @,

below).

In the Password Reset Question & Answer section, enter a security question and answer
so that your password can be reset if necessary (Ref. @, below).

Enter remaining contact information as applicable on the screen.

2 B v bomcrmplarms e Plee T VersPropots aspn - GsmiPlaes B4 - Windows Iaternel Explered

AT OF KROXKYILLE
LECTROMIC DOCUMERNT REVIEW

Samegs Ror Colnessbd - Tesnng Lipdaie ITom Trigger i SacscifouBon com)

| Winlcoma to Kaca Pl 11,
e 0 CLOPEADY Nl TIEETIy Bk, whu will Fri=d 15 CRANg 10 B DATANSAL Dk Fwds B3 (o Rl 0L 3008 551
T § POty QUEBACN AN SAEwer. TRNS. U ERORAISWET Wil B BOMHTEnG T Oril o o, nd Wil Snathe o ko et
1o PR Feedd & pny e gt what 8

| M o v ik i ] yonn will bep Lk 1o B i Progects View.
Caangs Fpspword Paayword el Oue-stoa L Angwer
Pl passwa Bacuy gabon |

A e PA A | Sposrty snwas” |

Profile Information

| D || Pt g || Propeetn || byote || (2] | | 00| Legen

Comtact (T | ]
I

| | Givup
| mhrrration Wntsdsts o | Usmber

Emad * .hdﬂdeﬂoﬂmn ity format
T |

| Company |
| _roamer | .
|l [
car | |

Ty s 1 -i Prosilsl Dot

Couray. |

Pres: | : s

| P _—

| o |

] N —

T trasted wars | Pesteied Mok &

FFrrl e

9. You can access this screen again at any time by clicking the Profile button in the main

ProjectDox button bar.
10. Click Save when you are finished.

@ To go to the home page, click Projects button
at the top right of the screen.
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D. Testing ProjectDox Components
1. Locate your project and open a project drawing.
2. If there are any markups, open Markups on a project drawing to see if you can view them.

E. Troubleshooting — How to Uninstall ProjectDox Client Components
Perform a clean uninstall and reinstall of the client components by following these steps:

Remove ALL ProjectDox components on the client

1. Check for presence of the program, and remove if found, using either steps A. or B.
depending on version of operating system you are using:

a. VISTA, Windows 7 - Using Control Panel (in classic view) -> Program Features, if
ProjectDox Components is listed then REMOVE.

b. XP — Using Control Panel -> Add/Remove Programs, if ProjectDox Components is
listed then REMOVE.

2. In Internet Explorer (Internet Options->Browser History->Settings->View Objects -
remove anything Brava, ProjectDox, or Xupload).

3. After the above is completed, delete these directories and their contents: IGC (in Windows
Vista or 7, do a search for the filename IGC to locate, then delete)

a. In XP Documents and Settings->User Account->IGC.
b. In XP Program Files->Avolve->Components).

Re-Install ProjectDox Client Components

4. Reinstall the ProjectDox components by clicking on the link on the login page..(Again, if Vista
or Windows 7, UAC must be OFF for this to work.)

5. Once the components are installed, you can turn UAC back on.

NOTE: If you have any problems with software installation, send email to
knoxplans@cityofknoxuville.org for further instructions.
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